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 Travel Arranger Quick Reference Card for Travel AcXess Voyage Portal and OBT

[image: image1.png]As a Travel Arranger, you play a key role to ensure that travellers in your organization have the best travel experience when using the Government of Canada’s new Travel AcXess Voyage solutions. To make your job easier, here are some useful instructions and tips for booking and managing travel on-line for others.   For any additional information you require, please call the Support Desk at 

1-800-514-3798.

	Accessing the Travel AcXess Voyage Portal


· The portal address is http://travel-voyage.gc.ca
· Log in to the portal using your Traveller Identification Number (TIN) and password.   Use your temporary password if logging in to the portal for the first time.

	Getting set up as a Travel Arranger


Once you have logged in: 

· Select Profile/X.400 E-Mail in the left navigation bar and complete a Profile.  In the Profile, there is an option to designate yourself as a Travel Arranger under the “Personal” tab. This will allow travellers to select you as their Travel Arranger when they are completing their Profile. 

NOTE: You will only be able to book and manage travel for users who have selected you as their Travel Arranger.  Please be sure to: 

· Communicate to travellers that you are a Travel Arranger.

· Inform travellers to update their Profile under the “Department” tab and select you as their Travel Arranger and assign access to you.  

· Travellers will have “Grant” or “Deny” options in their Profile.  If you choose “Grant”, it will allow you full access to view and edit the Profile and make bookings in the On-line Booking Tool. If they choose “Deny”, it will allow you access to the On-Line Booking tool only and not the Traveller Profile.

	Managing a Traveller’s Profile or X.400 E-mail Address


As a Travel Arranger, you can manage a traveller’s Profile and X.400 e-mail address by selecting Manage Travellers’ Profiles in the left navigation bar of the portal.  You will then:

· See a list of travellers who have identified you as their Travel Arranger. 

· Be able to choose the traveller whose Profile or X.400 e-mail address you wish to manage and select Go to Profile or Go to X.400 E-mail to update information for that traveller.

Travellers’ X.400 e-mail information must be up to date for them to receive travel itineraries, invoices and receipts by e-mail. You should ensure that travellers have updated their Profiles with either:

· Their current X.400 e-mail address, or

· Their current fax number, if they do not have an X.400 e-mail address.

	Making a Travel Booking


Select Book Travel in the left navigation bar to navigate to the Book Travel page and the On-line Booking Tool (OBT). 

· Select the traveller for whom you wish to book travel from the dropdown list in the top left hand corner in the On-line Booking Tool.

	Confirming the Travel Itinerary  


Once you have completed a booking, the itinerary will be delivered directly to the traveller. 

· Travellers will receive their itinerary via e-mail if they have a valid X.400 e-mail account

· Alternatively, travellers will receive their itinerary via fax. 

If you have an X.400 e-mail address, you will receive a copy of the travel itinerary electronically.  If you do not have an X.400 e-mail address and want to receive a copy of the traveller’s itinerary by fax, you may enter your fax number in the Special Needs section in the On-line Booking Tool.  

	Help


You can access on-line help from any page by selecting Help, located at the top of the page.

· Select the Contents tab to display the Table of Contents, then select the topic of your choice. 

· Select the Glossary tab to display a list of terms used in the Travel AcXess Voyage portal. 

For additional inquiries, contact the Support Desk at 

1-800-514-3798. 

	Learning


Select Learning, located at the top of each page, to access detailed procedural information on Managing Travellers’ Profiles and Book Travel.

         




For more information, visit: http://travel-voyage.gc.ca
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